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Agenda
● Part 1: Terminology
● Part 2: Take Interest 

Assessments
● Part 3: Build Your 

Resume
● Part 4: Act!



Part 1: Terminology
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Career: is a sequence of occupations and other roles that you play in your life, the settings in which 
they occur, and the major events of your life; the total series of roles and work experiences a person 
occupies throughout life. Each person has one, lifelong career that may include many occupations 
and jobs. A career also includes education activities and decisions, and the way a person’s work life 
is integrated with other life roles such as family, community, and leisure.

Job: is a paid position with specific duties, tasks, and responsibilities in a particular place of work 
(e.g., photographer at Best Pictures).

Occupation: is a cluster of jobs with common characteristics that require similar skills (e.g., 
engineering).

Personality Types: A combination of characteristics or qualities that form an individual’s distinctive 
character. 

Holland Code: Theory of careers and occupational choices that relate occupational environment to 

personality types. Broken down into 6 categories. 

Vocabulary
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Postsecondary education: is education beyond high school generally thought of in terms of two- 
and four-year college or university attendance and includes any training beyond high school such as 
certificate, licensure, or apprenticeship programs.

Salary: is employee compensation quoted on an annual basis.

Wages: are employee compensation based on the number of hours worked multiplied by an hourly 
rate of pay.

Majors: Course of study to receive a degree in a specific area you specialize in like Accounting or 
Chemistry. 

Resume: A one-two page document to sum up your qualifications including  educational history and 
professional qualifications and experience, as that prepared by an applicant for a job. More than just 
a formal job application, a resume is a marketing tool that job seekers use to communicate their 
value to employers.

Vocabulary



Part 2: Take Interest 
Assessments 
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Click on these free Interest Assessments!

This interest profiler 
connects occupations to 

certificates/degrees 
offered at CCSF

Interest profiler provided 
by the U.S. Department of 

Labor

Create an account and 
save your profile and 

interested jobs

This interest profiler takes 
assessment of your 

personality type
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https://www.mynextmove.org/explore/ip
https://www.cacareerzone.org/ip/
https://ccsf.emsicc.com/assessment?radius=10%20miles&region=10%20Miles
https://ccsf.emsicc.com/assessment?radius=10%20miles%C2%AEion=10%20Miles
https://www.mynextmove.org/explore/ip
https://www.mynextmove.org/explore/ip
https://www.cacareerzone.org/ip/
http://www.16personalities.com
http://www.16personalities.com
http://www.16personalities.com


After taking the assessment you will find... 8

Your Personality Type
Based on Holland Codes, you will receive a combination of 

characteristics that form your personality!

Example Results:



After taking the assessment you will find... 9

Jobs Related to Your 
Personality Type

The jobs will have descriptions 
including average wage, skills 
needed, educational 
attainment requirements, etc.



Part 3: Build Your 
Resume
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Professional Tips: 

● Arial or Helvetica font

● 11-12 point font only (except 
heading)

● Stick to 1 page (may grow to 2 
pages after more experience is 
gained)

● Be consistent: Bold, Underline 
or Italicize will highlight 
elements of your resume 

● Make a LinkedIn account and 
include in your contact 
information 

Resume
11



Let’s Get Started!  
Option #1: 

Go to link to make a copy of 
template to save to your 

Google Drive 
bit.ly/resumetemplateSFUSD 

Option #2: 
Log into CA Career Zone, click 

on Grow at top right of page. 
Then select Resume Builder 

Tip: Saving on your Google 
Drive is not the same as 
sending the real document 
to potential employers! 

Send a PDF whenever 
possible instead of Google 
Doc or Word Version. 
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http://bit.ly/ResumeTemplateSFUSD
https://www.cacareerzone.org/


DON’TS:
● Don’t include too many old experiences or 

irrelevant material 

● Don’t use an unusual, strange looking, or 
hard to read font

● Don’t indicate “References Upon Request”

● Don’t use first person “I” or articles such as 
“a,” “an,” “the,” etc. Complete sentences are 
not the norm on resumes.

● Don’t evaluate your own characteristics by 
labeling yourself as “effective negotiator,” 
etc. Instead, let your experiences lead the 
reader to conclude this. 

13Do’s and Don’ts
DO’S: 

● Use a professional email address

● Be selective and effective when using 
CAPITAL LETTERS, bold, or italic 

● Keep resume to one page

● Experiment with different fonts to select 
one that pleases you, fits the page, and is 
easy to read. Stick with dark colors.

● Be consistent: match your fonts for cover 
letter and resume

● Begin each statement with an action verb 
and describe current work in the present 
tense and prior work in the past tense



Examples 
and 
Samples

CAREER OBJECTIVE

 Responsible and ambitious student 
(3.8/4.0GPA) with excellent time 
management. Seeking to apply my 
customer service abilities to the 
summer internship at your company.

KEY SKILLS

Spanish - Conversational
Google Suite
Customer Service
Public Speaking
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Click 
image 

for more 
samples

JOE MARSHMAN

https://resumegenius.com/resume-samples/high-school-resume-example


SAN FRANCISCO UNIFIED SCHOOL DISTRICT

15Resume Best Practices & Examples  
  Tips for Education Section

● Only include GPA if it’s a 3.0 or 
above

● Include Academy or Pathway 
experience (if applicable)

● Include CCSF Dual Enrollment 
classes (if applicable)

● Optional to list:
○ awards, recognitions, 

leadership roles, AP Courses 

Tips for Volunteer & Work 
Experience 

Volunteer
● Say what you did. What was your role? 

Tasks? 
● Use numbers to quantify your 

experience. For example: If you planned 
an event, how many people came?

Work 
● List experience from most to least 

recent
● Babysitting counts, it shows that you’re 

responsible. How many kids?
● Check your verb tenses



GoalKeeper, Varsity Soccer Team 2013-Present 

Perfect Attendance Award 2017

Member, Spanish Club 2020

Actor, Puma Theater Club 2015–2016

AVID Reader

Peer Mentor Professional References: 
If references are requested:

● Ask people who know you well (i.e. teachers, counselors, 
mentors, work supervisors). An adult who knows you and will 
say good things about you, no relatives. 

● If you need a letter of recommendation, give a two week notice
● Provide them with the application and copy of your personal 

statement or resume to help them speak to your strengths as 
they relate to the position. 

● Make sure to ask your reference before giving their contact . Let 
them know before you apply for a job, every time

More Examples

and

What to do about 
Professional 
References



● A lot of people think that a resume will get them a job, but in truth, a 
resumes purpose is to get you an INTERVIEW.

● Most employers only take 15-30 seconds to scan a resume! They are 
usually looking for some key terms, skills, abilities, and experiences. 
Catch their attention in those first 15 seconds!

○ Emphasize the skills and abilities you have by highlighting them 
close to the top of your resume. 

○ Keep relevant information closest to the left side of the page.

○ Also keep in mind that your resume will be most effective if you 
tailor it to each position you’re applying for. The more you know 
about the duties or qualification for the job, and organize your 
resume around these, the easier it is for the employer to see you 
have what it takes. 

What 
Else 
Should 
You 
Know?!
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Part 4: Act!
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Summer 
Opportunities

Get out and explore! Internships, Fellowships, 
Summer Employment, & Volunteer! 
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Click on the 

images to check 

them out!

http://sfyouthworks.org/
https://www.myeep.org/
https://enterpriseforyouth.org/
https://girlswhocode.com/
https://sep.ucsf.edu/hs_programs/
https://www.sfusd.edu/summer
https://genesysworks.org/for-students/
https://www.missionbit.org/
https://www.calacademy.org/youth-programs
https://www.exploratorium.edu/about/jobs
https://www.youthartexchange.org/
https://www.sfspca.org/sfspca-program/high-school-volunteer/
http://www.sfzoo.org/learn/volunteer.html
https://sfrecpark.org/1182/Youth-Employment-Programs
https://deyoung.famsf.org/support/volunteer
https://www.sfbg.org/teen-programs


20SFUSD Career Pathways Programs

Check out and enroll in one of the 49 pathway 
programs available at 14 SFUSD high schools!

Career Pathways students prepare for jobs ranging from Biotech 
to Culinary to Engineering. Across all Pathways, students are 
developing their technical skills while also cultivating career 

skills like critical thinking, initiative, flexibility, public speaking, 
and leadership.

English 中文Español

https://www.sfusd.edu/career-pathways-pathway-programs
https://drive.google.com/file/d/1VBLeZ1rNCWl4y9JV9qlbEM1gobciiH2v/view
https://drive.google.com/file/d/1VBLeZ1rNCWl4y9JV9qlbEM1gobciiH2v/view
https://drive.google.com/file/d/1kMksP-revtmwTnPXUPTHIyuU_y8p6t_u/view
https://drive.google.com/file/d/1kMksP-revtmwTnPXUPTHIyuU_y8p6t_u/view
https://drive.google.com/file/d/1kWCcK6ER5K8T5HWvTgNXyvqqCIPr8bX2/view
https://drive.google.com/file/d/1kWCcK6ER5K8T5HWvTgNXyvqqCIPr8bX2/view


Overview of Paths to Careers

Apprenticeship Path to 
Trades/Career Technical 

Education
-CCSF Apprenticeship 

Program 
-ApprenticeshipSF 

CTE Certificate and/or 
Associate's Degree

-CCSF Options
-Skyline Options

Community College & Transfer 
to University 

-CCSF Transfer Center
--Skyline Transfer Center 

University Bachelor’s
 Degree

-CSU System
-UC System

-CA Private System
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https://www.ccsf.edu/academics/career-education/apprenticeship-preparation
https://www.ccsf.edu/academics/career-education/apprenticeship-preparation
https://sfdhr.org/apprenticeshipsf
https://www.ccsf.edu/degrees-certificates
https://skylinecollege.edu/academics/degreescertificates.php
https://www.ccsf.edu/student-services/student-counseling/transfer-center
http://skylinecollege.edu/transfercenter/
https://www2.calstate.edu/attend/campuses
https://www.universityofcalifornia.edu/uc-system
https://aiccu.edu/?


Visit the Counseling & Post-Secondary Success 
Website for more information!

https://www.sfusd.edu/CPSS/students-and-families
https://www.sfusd.edu/CPSS/students-and-families/graduate-high-school
https://www.sfusd.edu/CPSS/students-and-families/life-after-high-school
https://www.sfusd.edu/CPSS/students-and-families/finaid-scholarships

